CM/ECF Quick Tipsfor Attorney Users
Maintain Y our Account

Changing Your Password

To change your password from the one which was computer generated to one that is easy
to remember, take the following steps:

> Click on Utilities on the upper right side of the screen.

> Click on Maintain Y our Account.
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This opens a screen which contains information on the attorney user. Do not change
anything on thisMaintain User Account screen. Contact one of the Court’s
Attorney Admissions Specialists to have any changes made to this information.

> Click on More user information at the bottom of the screen. This brings up the More
User Information Box.

> Enter your new password in the password box, then click on Return to Account Screen.

EECF Civil + Criminal + Query + Reports « Utiities + Logout ?

More User Information for Attorney Fran Kessler fkid

Logn [tkesslerd Lastlogin 01-02-2003 15:18

‘ Currentlogin 01-02-2003 1513

Prid 20 Create date 09/10/2002
Registered T Update date 12/12/2002
Groups Attorney

Fstum 10 Account screen | Clear

> Click on Submit. Y ou must do this so that any changes you have made are uploaded into
the system. If this step is not done, the system will default to your old password.
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Mail I nfor mation for Attorney

Y ou may change your email address, input additional email addresses (your secretary for
example) to receive electronic notices in your cases, choose whether you want to receive a
notification of everything that isfiled in your cases as soon asit isfiled or if you wish to receive
asingle daily notice of al activity in your cases, and choose the format of your email
notification. To do so, take the following steps:

>

>
>
>

Click on Utilities.

Click Maintain Y our Account.

Click on Email information. . ..

The following screen opens.

E-mail information for attorney

Primary e-mail address I_I Alil
A »

Send the notices specified below
¥ to my primary e-mail address

fe

I to these additional addresses

I

Send notices in cases in which I am involved

Send notices in these additional cases |

a9

(=l

= Send a notice for each filing

' Send a Daily Summary Report

- = hitml format for Ietscape or ISP e-mail service
Format notices

= text format for ce:Nail, GroupWise, other e-mail service

Return to Account screen I Clear I

Make changes as you wish. NOTE: no more than 2 additional e-mail addresses should be
added. You arelimited to atotal of 3 e-mail addresses per account.

Click on Return to Account Screen.

Click on Submit. Y ou must do this so that any changes you have made are uploaded into
the system. If this step is not done, the system will default to your old information.

The system searches for existing Attorney Records, then prompts you to select the cases
to be updated. Click on Update All, then Submit so that all cases to which you are linked
will be updated.
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